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~ ABOUT THE SERIES . i i ae 


Keys to; ‘Combanity Involvement, is: a sertes” of booklets” 


‘devéloped ‘for governing boards, ° ‘community, leaders; group members,” ; 
. administrators and . citizens: The booklets are designed . to help: 


_these audiences” Regie de ail “‘theiz ‘skills i 


SS eee ee = = 4 


*-topics : ‘include _teonniques to maintain enthusiasm’ ma Brow. ways - 


‘that agencies can effectively use consultants, and: factors. that © 


affect intr ‘oes hie are ani new haere Ee » i “A 
“ . Be 


prggran “oe the Northwest. Regional Equcational eee The - 
“Laboratory is.a “nonprofit, educational research and deve lopment: 


. pereoraraeny’ ‘headquartered in ieee Sreyene BP ee ey - 
oa a a ‘ ° : * bal . , 


_ The booklets in the series are adapted. from_a much. ‘more 


Soar ahen ise set of ‘materials and training activities. developed ~ 


* and field. tested .by’ the Northwest Regional Educational Laboratory : 


. over. the- past’ séveral years in: dozens of docazsons throughout ‘ 
the’ western Unpted . States. MG Loe ey 


oe i os Pa 


7 : Tatomak ion about ‘Bthew booklets in this: porles tities and- 
how t6 order--as well” as: information about. related séxvices-~ a 


training; workshops and consultation->can ‘be found, on the inside ae 
and outside back verso: of this :booklet. ‘ oo : 2 
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ios  Peeecnat: arid proressisial geen | is a Boundless aia” 
” piattenging @omain: As we grow‘and ‘learn, our: “personal “|! 
" capacities | increase. and our ‘challenges. change. ° We- develop « i. 
“svour: own ‘time. The key to a life of continual. gRowth® and - 
z development. is.to bé able’ to ‘recdgnive. the, = roe feed peti 
-Ragwiedge. or “BRi11s | and know how” to. get then. ; : 


°° Most ot ‘the podklats in the deries; Keys to’ “Commun ty 
» Involvement; ‘are “about” ‘how? group. lpaders - and. participants _ °. 
work together - ‘t&build: their problem- Solving skills. This ~~" 
“booklet: ‘Helps: y you: -to: develop your .own. problem-solving skills“ : 
vin your personal worgprotéssional : ‘lifé. The development. : 
| ‘process includes: four sequenced: ‘steps: - (1). self-assessment, 


_ €2) goal setting, (3). _ROrRINY ; to eet your. goal: and : 
_”) evaluation. BE ee Peer wt “ : 
Vy - Haan os A ete a a “si 
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“STEP I: SELPASSESSMENT. = 


ls he First principle is this:. Spaople ao = . 
ce, 2 ge behave. according to the facts aS others “see. 


. them;" they behave. in terms of what: seems -to 


them to be SOvees ‘What affects humag-behavior 


fee ae “$2.48 not so_much “the forces_exerted_on-people 
“, “from without as the. meanings aaa for! the : 
a ere individual wiphia:? Be oe 
eee ee oa eee Ce Ye abthar cots ern 
ee. r Fi eae oes ‘ : pv 


f ? Kar a. ro fu 
ds *. When setting out ‘to examine. Seesocall and. professional 
ie a “you may have the awesome féeling experienced by. an 


>\artist who stands: before an empty canvas and. asks, “What do = 


_ Want ‘to. create? - What .do I do?” Where’ do I start?" To;make _ 
_the\task of self-dssessment more’ ihanageable, first consider . 
_ three ameneicas: -work relationships sal self. a See 


a ea you ask golauatt, aWwhat: am I “acing with amy. time}. 
a Suerte? and i ae you. are asking a ‘Gugstion about work, 


1a “When you, ask ‘yourself, "How, am pa ‘reiatang. to: ‘others? $E 
~~ ; -* . 


is a i question of Relationships are des¢ribed - an . 
, Perms | of niovement, away Frows’ “toward or alongside’ GEnEES = 


™ Ne x 7 “ot 


“When asking. gieatione’ about’ a gienees). “séparateness. ana” 
aioneness, you. are dealing: with ‘the ditiehs ion OE, Self self... 


nie Bs gee! 2% 
aed 


oie ‘Graduatiy; “the painter” ‘Ss ‘canvas Fills with: color; textuxe : 
a and designy- So, ‘too, the: individual's sense of: growth ands ° me 


oe dévelopment. gradually. takes form: :- Self knowledge _9grqus' out of. 
an examination’ of Work, ¥élationships | and. self. The four . 


“decide the areas: ‘OF personal and professional developiient in” , 
ed fleas you want to Work. ie Sees : 
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‘BEFORE YOU BIN OO Ae 


ee “Teok :0 ‘over each of tha gous self-assessment tos 
: and select. the one “which is most: useful for you. 


2. - Before yeu Lesiil ‘to ‘use any of them; tet your: ody , 
-settle down.._—Take—a aeéep bréatiy."_Then_exhale- 
oo the - tension drain out of xous body ." 


eaten’ ~e , ¢ 


3. «AS “the body quiets down, imagihe that. your ind is. . 


peaceful, ‘too. _ Then. settest on the’ "questions." . 
sTune in to your'self.. , Take your: ‘times . Ae Ss 


‘a. Reaa éach item on ‘the’ , Sele rikeemmment took you : 
have. selected and write, down your. response. - 


+ - 


be ee in gaartion: to filling out ‘the form(s). of: “your. 


oe choice and | reflecting. on your answers, there can 
ieee Be value in. taiking about what you’ve learned. =" 


ae ce : 7 


- with anotheZ, person. The value -in. sharing. the 
*. yesults of the assessment instrument is ,that you’, 


, : get to elaborate on your idéas, clarify what! S 


_, true ‘and real for you and gain the ‘perceptibns a0 = 
-* o another’ Eeeene e ae aa 


roe 


‘ 


Follow these tips for selecting someone with whom, 
° ee ‘Share?- - a . 


— . 
s 


2e 7 Choose someone you trust and £681 g0da about. 


e Be certain you both have sapien ‘time to ‘talk | 


o through: issues - that. ‘come es Plan for an hour. 

2 og 8 * Ghéose a zabiactive distance, ee ae 
- will support and assist you. in“gaining 
. Ye ‘clarification. about: your work,’ relationships~ ~ 


; and ‘feelings: about yourself nae me as Ga os 


on a et ts : ; F “og og 3 ar : oa $6 
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SeLr-ASsEspt TOOL i 


» Think’ ‘carefully about the work you've dene daring the, past six 
months, In the’ space provided ‘below, list the five things you 
: enjoyed the most. 


you “pleasure. - 
To. the right, explain why the: task was frustrating, confusing; 


——__9¥ otherwise ase a form. ake the-sample_below. 


° 


Work Enjoyed — 
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TOOL . 1 (continued) ~~ >, 


r s ths ‘cetatipnenips you have with others. List: “the | 
names of five people with whoa _you have a satisfying- relation- 


ship. On the right, explain your part. in determining charac- 
- teristics of the relationship which make it valuable. > Then; 


think of five. people with whom your relationship is not 


_ List their names on the left: To the. “right, _ 


+ ___relationship which make at. dissdtistying. - 


the var below. , —— sa 


Satisfying Relationship | - Characteristics 


ac 


Onsatisfying Relationship 
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SELF-ASSESSMENT: _ TOOL. 1 (continued. 


= et 


think about yourseit?> S they ‘person. you are ‘when you are ‘alone 


In the first chart, list the characteristics of who! you are | 


-? when you: are. feeling ‘good about yourself. Next -to the charde: 


teristic, explain ‘why each gives you pleasuré. In the sécond 


chart, list. five characteristics that don't please you and 


errs why each ‘characteristic dorecia vou distress.° 


a who you are when you feel © p 5 — 
_ good about yourself : Pe ae » 


- 


tho” you ‘are. wher you “don! t 


- feel good about one 
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SELE-ASSESSHENT NT: TOOL #2 


Anmwer. oo ery questions. ’ think: ‘about the wadeaying waluies . 


-Snd asSumptions that prompt your response: Take your time. : aie 


Enjoy. ladeorngde -. : ’ 


sinen péople praige you on the job; what kinds #H things a5 they 
‘Mention? . : ae 


. = . 2 


- BO fou have any. ‘unagual- talents; skills, or jnowledse?| What Kind 
of aeevaty do: you do very well? nN eh 


:, what chiens or ‘skills. go you on today that you weren't aware of 
OF sascas a _ Careless | a year: ago? - 


“utilized ana not. incehe Brogess of being developed? . 


“what talents or: ‘skilis would you ‘Like to develop farther? : 


“ 


.Is your being a z (#211 ; in what you ao;° i-e., tenichier; 


- carpenter, parent) byingingtyou a feeling: of accomplishment and_ 
. “satisfaction? if yes, which’ parts. Of your job give you a feeling’ 
L0f accometisinent? If not, what. is ‘missing? + 
e x rope : 
what is giare about beity: af aa : “feta in your seb 


: 


title) that you - - 
| @ like the “Lease 


‘oe tthe the meats) * 


What personal characteristics do’ you have: that: make your work ~ 
‘. . - . a é > : 


characteristiés do you have that get in your way? 
: ate you,trying to accomp phish in your work? oe 


t kind of ‘relationship do yoo" “want ‘with your. colteagues?- 


-~ 


PRESENT FUTURE: 


; Write a brief “explanation of the career’ : Tine you ‘have drawn. - 


Teas a line “tase . depicts the past, present, .and future of your . 
: pelerionshi ne. : 


’ 


PAST - ‘PRESENT 
Write a ‘beies. ‘explanation of ‘the relationship tise you have 
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Draw a line. st, present, and future 


Pe 


List 20 5 adjectives eect For the following categories which > ° 
@escribe you most. accurately in regard to (a) your work, , | 
(b) your relationships with others, and (c) you# self- 

-Share your lists with someone who knows you _ 


and ask them to comment. . 


1 


pea | 
gis, 
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Directions for Use: os * 4 . 


Read through the lise. of, skills and decide . which ones “you are 


doing, all nape: which ones you. fara do more;, and which ones 
. Mark each item in the appropriate blank- 
ome goals that are important to you may not be Aigted.. 

3 “in she Space provided. - 

After completing your ‘eacings::5 go ‘back and examine the. "need to. 
ao it more" and- the "need to do it Tess" columns: Keep: these. 
items in mind. You may want to‘ use them in Step ‘Ir: Goal 

, Setting. . : oe - 


a een 
* General Skills 


Ls understanding why. I “do or 
“gay what I’ ‘do. (insights) ° 
(2: Keeping agreements nos 
3. Making. choices that 
_. please me’ * 
4: Thinking ‘sefore I talk 


5. Willingly engaging in 


Hol haasg he - 
aging comments ‘On fe : 
_ my-own behavior : i 
£ 


: Being open and honest. 
. about what I'm feeling 


Observation Skills 


Noting tension in 
‘conversation __ 

Noting who talks to whori 
Noting interest level 


Sensing feelings of 
individuals : 
Observing who is left.out § ——__ 
Being aware of my reactions 


rary 

oO 
med | 
CT 
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‘~. "SELP=ASSESSMENT: | TOOL — 
“4 ~ ; 


"prosiemsotving s em- Skills ” 


. Stating eeobiens or goals 
clearly — 


Asking for ideas, opinions 


| Giving ideas. —~ fh 
Evaluating ideas critically 


Summarizing 
. Clarifying” 


oo - g.l8 xO 


.. Communication. eeddis 


+ “Sharing pexceptions 
. Giving feedback ‘ - 
. Describing. behavior 
; Paraphrasing _ a 
Describing feelings 
. Expressing anger - : 
Expressing warmth ‘and : 
appreciation .: _ : 
Disagreeing openly 
Listening ‘alertly. 
4 ae) et ee re 


HINT = ANIM 


| 


| 
| 
t 


; 


| 
| 


it 
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- "isi eiaiontiss skilis,* 


x 
lL. Competing: ‘$0 outdo others 
2: Acting. dominant towards 


YT §2 Pei to the ea , 


ze . .O£. others z 
* 6. Showing interest ‘in. sihere "5 


; 7. ‘Encouraging and "- ae 
‘_": SUpporting others ~~ | 
8 5 =. a s 


< miei responsibility 
for: myself i am 

22. Living in terms of my 

- _. wants and likes 

35 Operating, with clear _ 
* _ intention and: purpose 
_:4. Behaving Spontaneously 
Ss. Risking being _Hyself 

6. Being. confident ‘and: 
. pomfortable with who Ian 


7. 


a eo. le _ a. he wee Ae * 

| “Adapted from-Ruth Emory and ‘Rene Pino, "Paper 8: Goals for Personal 
Development,” Preparing Educational ing-Consultants:_Skilis es 

‘+ @raining—(PETC-I). Northwest Regional Educational Laboratory. Portland, - 
‘Oregon: Commer cial Boucactonal. Distributing Services, - 1973. = vues e 


ce 
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“After using ‘one ‘or moresok these ects -you probably have : 
some ideas about your strengths and weaknesses - in work, rela- : 
\ tionships and sense of self.“ Section II:° ‘Godl Setting, offers 


uggestions for how to pinpoint the ‘persénat and/or. professiona 
goals on which you want to work. ; . te eae 


STEP I GOAL SETTING re 

. : a = — .* 

mee person is, in waity mp? own project" and | - 

7 ae z “makes himself. - Growth | forward...requires” courage Se 
oo 0 and: strength In the individual as- well ast 


Teo: 


_ + protection; permission, oe encoutagement from ae 
ced environment + .. te bate. 
= oF oe ° Abrahani iasiow r 


2, 


pe - 


know where. you ‘re going." “Setting 5 Seats helps clarity seas. 


tion and: ‘destination. * The self-assessment. material in: Step I 


expands. your, self-awareness. — ‘It assists you | in recognizing . 


_ where: you've beén. ‘Now you stand ‘at | the obaccaae ee a 


: - 
noe, a - 7 


: THis section helps. you identity, aiiere yo want! “$0 go: a 


“here are probably, several work; relationship | or: ‘self “goats:t: 


on which you ‘could work.” ’ oe i ere oe 


‘Use tie following ‘goat getting process to’ Focus: on a few 


goals and begin ‘to beamed your plans for PAG as rere ee 
destination. - : ; ae . ae. % e : “o-0¢ 


List your goals. Consider your work. "East five’ 
goals related | to your job. . Refer to the. information 


you generated in: the self-asséssment. ce hp A ate 


oe eiatany your interpersonal “Yelationships. . _ What .are 
-* your. ee Be specific: - ae ee ge 


tees 


t Al 
a. 


hl 
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dee 


- Parsorally; what: “are your goals for your. physicaly | 


-. Mental,. emotional or spjritual “self? How. are your | 
current valuéé, beliefs, attitudes and: behavior 
-working for you?. Are you personally getting - the 

“ resuits you want from your, life? a 


eet 


siee Pridritize your goals. Go over the three lists. ana” 
selest ‘the one goal in each category. that’ ‘is. mse 
aie to Yeu rignt now. 


(-—. o- 


>. Answering they ournaiist' $ 
questions, "who, what, wheh ,. “where, how/and - x 
why" puts you: on: the right track for Sving. ° ‘coward 

\ your goal. Many people find that w iting | ‘a personal 

* growth contract with specific ‘steps: and timelines : 

"works well for'them. ‘There is vaiue in sharing the 


: contract with others and working together periodicalty _ 


--+ to review progress. Check the tips on ° - - 
_7> page 3 for selecting ‘Someone with. whom, to ‘talk, : 
i. ‘You may design your own contract or use- “the | 7 a 
sample 1 Provided. S Cie oe rae" 
i . 7 : 
ee eee : 3. 
wo . wo, i ae - 
‘ : Bee : E ; = £ N : 
; Se Aa gee ae . t. 
i. 7 . ae ‘ 
cou “5 ae A = 
P : - ; 
: +e. : - 
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SAMPLE PERSGNAL ‘CONTRACT. 


a gee ie 
. 


“Shared withy- 
| SLL what is mB goat? rr Fa ee a 
“2: WHat steps)are nécessary to reach the,goal7, (List in order.) oS 

can Bc tas . Pe ee ee ae : _- Fi caer? 


we 


> (Be Specific.) 


“4 2 
e 


What kinds of assistance will-I need? — 
Po." people: 
ee © ah 
“Money? "5 


> 


ve 


” Materials: 
When will-r Start? 


when will I: finish? . 


|,” When yall I zepozt my progress to another person? _ 


5. What will be the evidence.that th 
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STEP HI: a TO MEET enn _ ~ ‘i 


the. bcd to goal’ wecoee aanents 


rue. ae - aa = : = a 
sme CS fe ~-- 
. . : 


ees : . 7 ’ s ies . fo 
“the only way. t0 “ae: it, is to. ‘do tt." et ie 
; be gee, Supe "£5 Flack ae at 
Thinking a outs a ‘Goal; considering alternatives, | itiagining 


‘what it would “be like’ if you did a, b orc doesn't ‘get. you | ‘to : 


“your goal. The smoker doesn't quit smoking by ‘txying: 


. dieter- doesn't tose weight by thinking” about being thin. ae 


“eating. lemon, meringue pie- After. initial piemning, 2ction <6’ 


~ Some: goals can ‘be. met in an- hour?- others: ‘take ‘mache ‘longer: 


Carrying out the. plan to: ‘reach a goal can be exciting. and. - 


adventuresome... For_ example; carrying out a personal goal ‘Of - 


fiuttering: © Meeting other goalg}-hovavar; can. be more of a 


drag--remembering _ not to interrupt others, for instance, even 


_iff they take a long time’ to say very little." ‘What's os 
“is knowing there is thovement baie your. Sets oe ae 


as s, 
Often, Peactiag Four: o gear iavelves ‘risk. It! s, ‘obvious 


_ that sky diving involves risk;: but there's also risk involved 


in agreeing to be. the chairperson. — What ‘happens PE. you work | 


a= = Re ees 0 ee eee Se 


- very hard, arid nobody notices?.: What if. you are very Successful 


and. pedple have higher- expectations and Pace greater demarids. . 
on: your: How. Wal you. handle ae : 


; : . 
“OF ‘course,. what! sa Pik for. one person iting be as easy as 
Peecthine for Mnother. What one person does naturally and 


-easily;. others wili struggle with. However; taking the risk 


o.* 


‘and’ working toward the a is oe ony Mey of sia ca the 
goals 


‘ : : oad , oe = er | 


: a an F . st a ae Mig - 
2 - . ; ele 


ee _ The fear of. eakie a mistake or being. wrong’ is often oe 


Soe 2a 


Kk that: Scares and arian people. ‘John K Galbraith 
ie ‘said, re Opie Hie . a ae 


_ ‘ Pp ge es : x a 8 tage 
secit is " SebsibTS that our greatest. Sanger in. 


these days of massive introspection, is from. -:. 


, pa erereel Gy eee ae Dees ’ 


=< our. terrible solemnity. For this is; a serious 


source of inflexibility. ; Change and new... .- - 
evidence have a way Of making previous con Say 
vict#ons seem odd, even.ridiculous---The -° . 
a reasonably relaxed person can accept correc- ; 
*s “- "tion without too grievous loss of dignity, 
. but the solemn man cannot. He may hawe heard =. 
_ that the truth will set him‘free. But he. — e~ 
ae rightly senses “that it cecal aiso make him = 


° * +" seem silly: 


py ue 
ni 


Being. Siete iagh at, oneself’ ana feel conttdent in 
‘one's courage. to be ‘dipertect 4 is an ‘indicator’ of personal 
Rady 


‘STEP IV: SELF-EVALUATION 


this booklet seguiase’ no set = ttietisod for eyanieeing: 


self-improvement | goals. However, it is important to =. . 


consciously Monator and evaluate your . work powaed meeting. . 
“your goals. — a . 


“oe 


re you. write. a seif-improvement contract, you can specify 


a 


monitoring points. “If you choose~to do some course. work; you 


might: evaluate your progress. when: you complete the course. ._ 


¥ou and a friend or colleague may schedule time to talk: about: 
how you're doing in meeting a specified goal. _ Review this aS 


bookiet occasionally. After you reach one goal, prioritize 


the Reman ead: list of goals and choose another. focus. 


- 


Evaluation. is. not the finai step. “It is a Peceehee ceca “ 


that E Beles you focus on self-assessment - 
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ae "Some? suggestions for “engaging in, evaluation are: 


¢ 2 ; Po dole 
: a . 


. 
te! 


2 . ee a 


woke, ‘Keep ' "a jotrnal of your ‘activities sina ‘Progress 
ae ‘related. to your goais. ok = o .e 
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